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Section 6.3.2 FUNCTIONS MENU
Time Tab - Bottom Tabs (Hours Entry or Hours by
CB Entry Option)

Purpose This section provides the procedures for additional time entry functions
available when entering hours under the Hours Entry or Hours by CB Entry
option. These functions are accessed in Data Collection or Employee Data
Collection, Time Tab, bottom tabs.

Bottom Tabs Coding Block, Comments, Pers Miles, Errors, Display

Reminders 1. The following bottom tabs are available:

®  Hours Entry - This tab is automatically activated upon clicking on the
Time tab.

®  Coding Block Bottom Tab - Use to enter a coding block for a specific
hours type.

®m  Comments - Use to enter comments for a specific hours type.

m  Personal Mileage (Pers Miles) - Use to enter personal mileage of a
State vehicle when appropriate. This tab may be enabled or disabled
under Options, TKU Options, TA Option Tab (see Section 5.2).

®  Errors - Use to view reason for an error or warning.

m  Display - Use to view summary of time entered.

The following applies to the Coding Block Tab

2. The Coding Block bottom tab is provided to enter the coding block
associated with hours entered when the Hours Entry option was selected to
enter time. The Coding Block bottom tab is inactive when the Hours by CB
Entry option was selected as entry is already by coding block.

3. The cursor must be in the field with the hours associated with the coding
block before clicking the coding block bottom tab. The Coding Block
window brings forward (displays) the hours type and the number of hours
from the entry window.

Continued
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Time Tab - Bottom Tabs

Reminders 4. Coding block validations occur when the Save button or a top tab (i.e.

(Continued) Activity, Equipment, etc.) is selected. If an error is found, an error message
displays to notify the user. The error description will display on the Errors
bottom tab.

The following applies to the Comments Bottom Tab

5. The Comments bottom tab is provided to enter comments associated with a
specific hours type (i.e., reason for sick leave usage or administrative
leave). Typically, detailed comments are entered on-line if employees enter
their own time. Timekeepers are not expected to enter this detail unless
specifically required by their agency. If comments were entered under
Leave/OT Request, they will automatically be displayed.

The following applies to the Errors Bottom Tab

6. Timesheet validation occurs when a timesheet is saved or submitted. Errors
or warnings will not display until the timesheet has been saved or
submitted. A message will display to notify the user when errors or
warnings were found.

7. Errors must be corrected before the timesheet can be submitted. Warnings
may be overwritten in DCDS and do not prevent the timesheet from being
submitted.

References No Specific References
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Coding Block Bottom Tab

The following window is displayed when hours information has been entered and the Coding Block
bottom tab is selected. The steps are described on the following pages.

ocos 03.03.01 MEE
File Edit Options Functions Params Reports Window Help

“ Data Collection
| i Activity Equipment | Inwventory Emp Info
AMAKER. LOAN E 430-50-1145 Eff Dx: 0670641993 FP EndDt: 08/04/2001 Ver: 0 Adj Type:

Coding Blocks - I]?:'23J'2I]I]1

Hours Hours Index Grant Ph AG1 Project Ph AG2? AG3 Multi Std
Type

®®|D1|95011|00543|Q| | |
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|Ready

State of Michigan




Issue Date: March 26, 2001
Revised: October 15, 2001

MAIN HRS Page: 6.3.2-4

Data Collection
DCDS Procedures Manual  Section 6.3.2 - Time Tab - Bottom Tabs

DCDS Input Procedures - Coding Block Bottom Tab

Follow the steps below to enter coding block information for a specific hours type.

Step

Field Name

Action

1

Hours Type

The hours type reported from the Hours Entry window will display. Before
the Coding Block button is clicked, the cursor must be in the appropriate
day of the week field for which the coding block is being charged. This
displays the hours type and hours on the Coding Block window.

Note: If adding another hours type associated with a different coding
block, the user must go back to the hours entry window (click on the Hours
Entry bottom tab) and place the cursor in the appropriate day of the week
field.

Hours

The total hours reported for that hours type will be applied to the coding
block.

Note: If the number of hours being charged is less than what is displayed,
change the number of hours. If the time has already been saved, the system
assumes that the standard coding block was used. If the standard coding
block is not being used, change the hours to 0 and continue. A new line
will appear with the same hours type and the remaining number of hours.

Coding Block
Fields

Select or enter the appropriate coding block elements from the dropdown
list for which time is being charged.

Note: The coding block elements that are displayed on the window will
vary for each agency. The Std field will automatically be checked initially.
This indicates the standard coding block is being charged. The coding
block fields only need to be updated if the standard coding block is not
being charged for the specified hours type. When the AY field is entered,
the Std field automatically becomes unchecked. Because the standard
distribution may be defined as several different coding blocks, the coding
block element fields will display blank. To view the standard coding
block, click on the Emp Info tab, then on the Std Distribution tab.
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Coding Block Bottom Tab

Step | Field Name Action

4 | Std The Std field will be checked when the window is displayed. This
indicates that the standard coding block will be charged. If time is being
charged to a coding block other than the standard, the Std field will
automatically be unchecked when the AY (Appropriation Year) field is
entered. This will then allow for coding block data to be selected from the
dropdown, or click on the Prev Used CB bottom tab.

Note: When charging more than one coding block, enter the coding block
elements on the next available row for coding block entry.

5 | PrevUsed CB | The following pop-up window is displayed listing the last 15 coding blocks
button entered and coding blocks used in the previous 4 pay periods. If time is to
be charged to one of the coding blocks displayed, place the cursor in the
row on the Hours Entry window where the coding block is to be placed.
Select the coding block to be charged from the pop-up and double click on
that row or highlight and click the OK button. The coding block will
automatically be placed in the coding block fields on the Hours Entry
window and time will then be charged to the coding block selected. Click
the Cancel button to remove the Prev Used CB window.

CB used by user

AY Index PCA Grant Ph AG1 Project Ph AG2 AG3 Multi [«
o0 11775 | 40120 12334 08

00 01380 | M&70 12345 00

00 01380 | 01955

00 01380 | 01950

00 01980 | 01945

00 01380 | 01940

00 01980 | 01935

CB used by employee

AY Index PCA Grant Ph AG1  Project Ph AG2 AG3 Multi

NN N S

00 3187011000 000001 0O

Cﬂm::ell
6 | Save button Click on the Save button located at the bottom of the window (or press

Alt + S) to save all information entered.
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Coding Block Bottom Tab

Step

Field Name

Action

7

Submit button

If the timesheet is ready to be submitted, click on the Submit button at the
bottom of the window (or press Alt + M) or do one of the following:

m [fentering comments for reported hours, click on the Comments
tab (follow the steps on next page).

m  [freporting or displaying additional time and attendance data, click
on the appropriate tab(s).

Close button

Click on the Close button to exit window.
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Comments Bottom Tab

The following window is displayed when hours information has been entered and the Comments
bottom tab is selected. The cursor must be in the day of the week field for the comments being
reported. The steps are described on the following page.

Ypcos 03.03.01

File Edit Options Functions Params Beports Window Help

“ Data Collection

| Activity Equipment | Inventory Emp Info
AMAKER. LOAN E 430-50-1145 Eff Dt: 0670671993 PP EndDt: 08/04/2001 Yer: 0 Adj Type:

| Comments - 0742472001
Hours Type Comments

SkLY Dr. Appointment

® ©)

|Huurs Entry | Coding Bluckl Comments | Hers oliles | Errons) | Display

NI 7= ST O P 2y
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DCDS Input Procedures - Comments Bottom Tab

Follow the steps below to enter comments for hours reported.

Step | Field Name Action

1 Hours Type The hours type that is highlighted on the time tab will be displayed. Before
the Comments button is clicked, the cursor must be in the day of the week
field for which the comment is being reported. This displays the hours
type on the Comments window.

Note: If adding another comment for a different hours type, the user must
go back to the hours entry window (click on the Hours Entry bottom tab)
and place the cursor in the next day of the week field and click the
Comments bottom tab.

2 Comments Enter comments.

Note: To delete or update comments, highlight the comments and press
the delete key (or backspace key) on the keyboard. If updating comments,
enter the new comment and click the save button. If the hours are deleted,
the comment is also deleted.

3 | Save button Click on the Save button located at the bottom of the window (or press
Alt + S) to save all information entered.

4 | Submit button | If the timesheet is ready to be submitted, click the Submit button located at
the bottom of the window (or press Alt + M). To report or display
additional time and attendance data, click on the appropriate tab(s).

5 Close button Click on the Close button to exit window.
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Pers Miles Bottom Tab

The following window is displayed when the Pers Miles bottom tab is selected. This window is used
for original entries and adjustments. Personal mileage will NOT be saved unless hours have been
entered on the timesheet. Adjustments to Personal Mileage must be entered in the current pay period
(not the original pay period). This tab may be enabled/disabled under Options, TKU Options, TA
Options Tab (see Section 5.2). The steps are described on the following page.

JYpcos 03.03.01 mEE

File Edit Options Functions Params Reports Window Help

“ Data Collection

| Activity Equipment | Inventory Emp Info

AMAKER. LOAN E 430-50-1145 Eff Dt: 06706/1992 PP EndDt: 08/04/2001 Ver: 0 Adj Type:

il Perzonal Mileage

Personal Mileage: [ ) 5.0

| Hours Entry | Coding Block |Cumments | Pers Miles LSIfOTS, | Dyspla

L Joml o Joef e foe

|Ready
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DCDS Input Procedures - Pers Miles Bottom Tab

Follow the steps below to enter personal mileage.

Step | Field Name Action

1 Personal Enter the number of personal miles used.
Mileage
Note: Hours must be entered on the timesheet or the mileage will not be
saved. A separate coding block may not be entered for personal mileage.
Record that information on the Equipment tab.

2 | Save Button Click on the Save button located at the bottom of the window (or press
Alt + S) to save all information.

3 | Delete Button | To delete the mileage entered, highlight and click the Delete button.

4 | Submit Button | If the timesheet is ready to be submitted, click the Submit button located at
the bottom of the window (or press Alt + M). To report or display
additional time and attendance data, click on the appropriate tab(s).

5 Close Button Click on the Close button to exit.
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Errors Bottom Tab

The following window is displayed when an error and/or warning was found during time validation
and the Errors bottom tab is selected. The fields displayed are described on the following page.

ocos 03.03.01

File Edit Options

Functions Params

Beports Window Help

M=

H Data Collection

[ selecion |

Entry Errors
Hours Error Type
Type HNo

ANLY 20068 W

Activity

Description

<720 Hours Continuous Service as of End of Last Pay Period. Leawve may not be

eligible for use.

Equipment | Inwventory

BLAMCHE. AYAMELL MAE 530-10-0885 Eff Dt: 0941272000 PP EndDt: 0941642000 Yer: 1 Adj Type: DCH

|Huurs Entry | CodingBioek: | Comments | Hersullles | Errors

Copy Iime

=] 3
Emp Info

Display

Close

|Ready
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DCDS Inquiry - Errors Bottom Tab

The following information is displayed:

Field Name Description

Hours Type The hours type that was entered on the timesheet.

Error No Number of the type of error or warning found during validation process.

Type Displays a “W” if a warning was found or an “E” if an error was found during
validation.

Note: Time may be submitted with warnings, but errors must be corrected
before the timesheet can be submitted.

Description The reason why the error/warning occurred.

Submit Button | If the timesheet is ready to be submitted, click the Submit button at the bottom
of the window (or press Alt + M). To report or display additional time and
attendance data, click on the appropriate tab(s).

_ Timekeeper - Click on the “Next” button to display time entry errors for the
next highlighted employee in the selection list.

Close Button Click on the Close button to exit window.
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Display Bottom Tab

The following window is displayed when the timesheet has been saved and the Display bottom tab is

selected. The fields displayed are described on the following page.

PYpcos 03.03.01 mEE

File Edit Options Functions Params Reports Window Help
FAData Collection = [=] B3
[ Seteston

Time Entiy Display

BLAMCHE
AANELL

|590-10-0335 |PPE Dt:08ME/00 “wersion |

Date Hows |Hows AY | Index | PCA | Grant |Ph AG1Project Ph AG2| AG3 Multi S5TD|
Type Code
09/12/2000 REG1 a0 vl
0WT1 20 v
Total : 10.0
09/13/20000  REG1 8.0 v
0T 2.0 ol
Total : 100
09/14/2000 REG1 a0 vl
AMLY Il

|Huurs Enlrvl CodingpEIoeks | Comments | BErs HIlEs: | Errors | Display

|[Ready
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DCDS Inquiry - Display Bottom Tab

The following information is displayed:

Field Name Description

Name/SSN Employee’s name and Social Security Number.

Date Each day of the pay period.

Hours Type The hours type reported on the timesheet.

Hours The number of hours reported on the timesheet.

Coding Block All coding block elements display.

Note: All coding block elements display on the Time Tab Display window
even if they are blank. Only coding block elements that display for entry
windows vary for each agency. If the standard coding block is being used, the
Std field will be checked. Because the standard distribution may be defined
as several different coding blocks, the coding block element fields will
display blank. To view the standard coding block, click on the Emp Info tab,
then Std Distribution tab.

Std Displays a ‘v if the standard coding block was reported on the timesheet.
Note: If the standard coding block was used, the coding block fields will be
blank.

Submit Button | If the timesheet is ready to be submitted, click the Submit button at the bottom
of the window (or press Alt + M). To report or display additional time and
attendance data, click on the appropriate tab(s).

— Timekeeper - Click on the “Next” button to display a timesheet for the next

highlighted employee in the Selection List.

Close button

Click on the Close button to exit window.
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